CORFE CASTLE PARISH COUNCIL
Hosting a Meeting

Location: Corfe Castle Village Hall (What3Words //////bats.bulky.punk); 
Date of Assessment: 23rd October 2025 	Next Review Date: 23rd October 2026
Assessed by: Michelle Harrington – Proper Officer	Presented To: Full Council (November 2025)
1. Purpose
This risk assessment identifies potential hazards associated with hosting a meeting (e.g. staff meeting, Council meeting & community consultation), and outlines control measures to ensure the safety and wellbeing of all attendees.

2. Description of Asset.
The Village Hall is a community-owned building used for local events and gatherings, consisting of a main hall, 2 smaller meeting rooms, kitchen, and ancillary facilities in a rural village setting.

4. Risk Rating System
	Likelihood
	Description
	Severity
	Description
	Risk Rating

	1
	Rare
	1
	Insignificant (no injury)
	1–4 = Low

	2
	Unlikely
	2
	Minor injury
	5–9 = Medium

	3
	Possible
	3
	Moderate injury
	10–16 = High

	4
	Likely
	4
	Major injury
	17–25 = Critical

	5
	Almost Certain
	5
	Fatality
	


Risk Score = Likelihood × Severity

5. Risk Assessment Table
	Hazard
	Who May Be Harmed
	Initial Risk (L×S)
	Existing Controls
	Further Action / Controls Required
	Residual Risk

	Slips, trips, and falls (cables, chairs, bags)
	All attendees
	3×3=9 (Med)
	Cables secured; room kept tidy; clear walkways. Remind attendees to keep personal items clear of aisles
	
	2×2=4 (Low)

	Fire or evacuation risk
	All attendees
	2×4=8 (Med)
	Fire exits clearly marked, briefing on evacuation routes. Clerk is fire warden; attendee register is taken.
	
	2×3=6 (Med)

	Electrical hazards (presentation equipment)
	Staff, presenters
	2×3=6 (Med)
	Equipment checked prior to use. Visual inspection before each meeting. Council devices are PAT tested and controlled under main risk register.
	
	1×2=2 (Low)

	Manual handling (moving tables, chairs)
	Staff / organizers
	3×3=9 (Med)
	Manual handling training; assistance for heavy items
	
	2×2=4 (Low)

	Poor ventilation / temperature control
	All attendees
	3×2=6 (Med)
	Windows available, and heating on in the winter months. Monitor comfort and adjust as needed
	
	2×2=4 (Low)

	COVID-19 or infectious disease transmission
	All attendees
	3×4=12 (High)
	Sanitiser stations, optional distancing, cleaning regime
	
	2×3=6 (Med)

	Accessibility issues
	Disabled attendees
	2×3=6 (Med)
	Accessible venue, ramps, and accessible toilets
	
	1×2=2 (Low)

	Violent, aggressive, or disruptive behaviour
	Attendees / staff
	2×4=8 (Med)
	Code of conduct; staff trained in de-escalation. Remove individual if necessary; phone police if high risk
	
	1×3=3 (Low)

	Data security (confidential discussions, documents)
	Staff, public
	3×3=9 (Med)
	Secure disposal of papers; controlled access. Reiterate confidentiality expectations
	
	2×2=4 (Low)

	Fatigue / poor posture during long sessions
	Attendees
	3×2=6 (Med)
	Ergonomic seating. Keep sessions under 120 minutes
	
	2×2=4 (Low)



5. Emergency Procedures
· Fire/Evacuation: Follow venue’s evacuation plan; gather at designated assembly point. Report to Parish Council if not hosting a full Council meeting.
· Medical Incident: Call emergency services (999) if necessary. Report to Parish Council if not hosting a full Council meeting.
· Aggressive Behaviour: Do not engage; contact police and consider closing meeting. 

6. Personal Protective Equipment (PPE)
Generally not required for standard meetings, except where specific tasks (e.g. furniture setup, cleaning) are involved:
	Task
	PPE Required

	Cleaning or sanitizing
	Gloves, mask if required



6. Review and Monitoring
· Review if an incidents occur, annually or when venue/procedures change. 

Overall Residual Risk: Low (with all controls in place)
